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1 OVERVIEW 
 

The CMUG has planned several requirements meetings to clarify the requirements for the Committee Management 
redesign.   This document lists the requirements that were discussed at the December 5, 2001 meeting.   This 
meeting was held from 1pm – 4pm in Rockledge II, Room 9104.      

 

2 REQUIREMENTS  
   

The requirements come from the ERA Business Plan, a bug/enhancement list from Claire Benfer, Committee 
Management Advocate, and various bugs/enhancements reported by users that have been deferred. 

2.1 Annual Ethics Tracking Report 

2.1.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.16.  It is entered in BugCollector as 
item CM2282.  The requirement is as follows: 

 

“A statistical report on the number of Special Government Employees (SGE) that are required to file an OGE Form 
450 and are required to receive annual ethics training.   

 

Specifications:   Committee Name,   Member Type,   Type of Committee,   COI Form,    Annual Ethics Training “ 

 

 
2.1.2 Questions/Additional Information 
 

1. What tells us if a person is an SGE? 

2. What is the query criteria for this report? 

3. What statistical information should it provide? 

4. What is the layout for this report? 

5. What is the layout for the header? 

6. What is the sort order for this report? 

7. What are the parameters for this report?  Date Range?  By Cmte? 

8. Are there any role restrictions for who can access this report? 

9. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

This item will be deferred until the 2002 budget. 
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2.2 OGE 450 – Executive Branch Confidential Financial Disclosure Report 

2.2.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

The OGE-450 form is 6 pages long.    The following screen images are the OGE-450 Form: 
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2.2.2 Questions/Additional Information 
 

1. Do we need approval to duplicate this report? 

 

No 

 

2. Do we print the instruction sheets? 

 

Yes 
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3. What fields do we fill in? 

 

Employee’s Name 

Position – hard code the word ‘Member’ 

Agency 

Branch/Unit – display committee title 

 

Make the line (box) that contains the agency and branch 3 lines wide so that the committee title can wrap 
from line to line. 

 

The report should output in landscape format. 

 

Provide users with the option to display a blank form. 

 

4. There is a box ‘Comments of Reviewing Officials’.  Is this data that should be stored in the system?  If so, 
where is the best place to access it? 

 

No 

 

5. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Like voucher parameter form – allow users to select by entire slate or by an individual appointment 

 

6. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

Create a new report grouping – ‘Personnel Forms’.  This grouping should bring up one parameter form 
where the users will enter the parameters as described above.  The parameter form will also list all 
Personnel forms and allow users to check or uncheck as necessary.  The parameter form will default to 
reports being checked based on SGE or non-SGE appointments.   This report is an SGE form and will 
default to checked for NAC, PAC and BSC committee types. 

 

7. Are there any role restrictions as to who can access this report? 

 

IC CMO and OFACP roles only 
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8. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign 
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2.3 I-9 – Employment Eligibility Verification Form 

2.3.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

The I-9 form is 3 pages.  Screen images follow. 
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As updated by NIH: 
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2.3.2 Questions/Additional Information 
 

1. Do we need approval to duplicate this report? 
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No 

 

2. Should we print the instruction sheets? 

 

Yes 

 

3. What fields should be populated? 

 

Name 

Date of Birth 

SSN 

 

Hard code the NIH address in the Business or Organization Name block: 

 

NIH 

9000 Rockville Pike 

Bethesda, MD 20892 

 

Give users the option of printing a blank report with the exception of NIH’s address. 

 

4. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Just like the voucher form – by an entire slate or  by a selected appointment 

 

5. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

This report should be on the new ‘Personnel Documents’ report groups.  This report should default to 
checked with the committee is a NAC, PAC or BSC. 

 

6. Are there any role restrictions as to who can access this report? 

 

IC CMO and OFACP roles only 

 

7. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 
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Redesign
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2.4 SF 61 – Appointment Affidavit 

2.4.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

A screen image of this form is on the following page. 
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2.4.2 Questions/Additional Information 
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1. Do we need approval to duplicate this report? 

 

No 

 

2. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Just like the Voucher Report – by an entire slate or by a selected appointment 

 

3. What fields should be populated? 

 

Position to which appointed – hard code ‘Member, ‘ then add the committee title 

Department or agency – agency field 

Bureau or division – IC Acronym field 

Place of Appointment – ‘Bethesda, MD’ for all except for ‘ES’ which is ‘Research Triangle Park, NC’ 

I, ______, do solemnly swear – first name + middle name + last name 

 

4. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

This report should on the new ‘Personnel Documents’ report grouping.   It should default to checked for 
committee types of NAC, PAC or BSC. 

 

5. Are there any role restrictions as to who can access this report? 

 

IC CMO and OFACP 

 

6. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign
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2.5 OF 306 – Declaration of Federal Employment 

2.5.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 
 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

A screen image of this report is on the following pages. 
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2.5.2 Questions/Additional Information 
 

1. Do we need approval to duplicate this report? 

 

No 

 

2. Do we include the instructions? 

 

N/A 

 

3. What fields do we populate? 

 

Name 

SSN 

Date of Birth 

 

4. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Just like the voucher form – by an entire slate or a selected appointment 

 

5. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

This report should be on the ‘Personnel Documents’ report grouping.  It should default to yes if the 
committee type is a NAC, PAC or BSC. 

 

6. Are there any role restrictions as to who can access this report? 

 

OFACP or IC CMO 

 

7. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign
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2.6 SF 256 – Self-Identification of Handicap 

2.6.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

A screen image of this report is on the following pages. 
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2.6.2 Questions/Additional Information 
 

1. Do we need approval to duplicate this report? 

 

No 

 

2. Do we include the instructions? 

 

Yes 

 

3. What fields do we populate? 

 

Name 

Date of Birth 

SSN 

 

 

4. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Just like the voucher form – for an entire slate or a selected appointment 

 

5. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

This report should appear on the ‘Personnel Documents’ report grouping.  It should default to checked 
when the committee type is a NAC, PAC or BSC. 

 

 

6. Are there any role restrictions as to who can access this report? 

 

IC CMO and OFACP roles only 

 

7. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign 
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2.7 FMS Form 2231 – Direct Deposit Form 

2.7.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

A screen image of this report follows. 
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2.7.2 Questions/Additional Information 
 

1. Do we need approval to duplicate this report? 

 

No 

 

2. Do we include the instructions? 

 

Yes 

 

3. What fields do we populate? 

 

None 

 

 

4. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Just like the voucher report – for an entire slate or a selected appointment 

 

5. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

This report should be on the ‘Personnel Documents’ report grouping.  It should default to checked if the 
committee type if a NAC, PAC or BSC. 

 

6. Are there any role restrictions as to who can access this report? 

 

IC CMO or OFACP roles only 

 

7. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign
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2.8 Applicant’s Statement of Selective Service Registration Status 

2.8.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

A screen image of this document follows. 
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2.8.2 Questions/Additional Information 
 

1. Do we include the instructions? 

 

Yes 

 

2. There are no fields to populate.  Do we add the name, SSN, etc? 

 

Blank form only 

 

3. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Just like the voucher report – for an entire slate or a selected appointment 

 

4. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

Include this report on the ‘Personnel Documents’ report grouping.  It should default to checked if the 
committee type if a NAC, PAC or BSC. 

 

5. Are there any role restrictions as to who can access this report? 

 

IC CMO and OFACP roles only 

 

6. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign
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2.9 Administrative Fact Sheet - NIH Committees Funded by SREA 

2.9.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

The following is the text from this report: 

 



Version 1.0 CMUG Requirements Meetings 
Last Updated: 

December 18, 2001 
 

Confidential Logicon Page 38 
 

 
The following sentence was missed in the scan: 

 

If you have any questions regarding these forms, please call [Name of ICD CMO] at [area code + telephone 
number] for assistance. 
                                                                                 OFACP   

                     4/11/00 
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2.9.2 Questions/Additional Information 
 

1. Will the name of the IC CMO come from the Cmte Admin screen?   

 

Yes 

 

2. If so, will the phone number come from that person’s person record?  Which address do we use to get the 
phone number? 

 

From the WRK address 

 

3. Do we print the nominee name, affiliation and date of birth on this document someplace?  If so, where?   
What do you mean by affiliation? 

 

No 

 

4. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Like the voucher report – for an entire slate or a selected appointment 

 

5. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

Include on the ‘Personnel Documents’ report grouping.  This report should default to checked if the 
committee type is an IRG. 

 

6. Are there any role restrictions as to who can access this report? 

 

OFACP and IC CMO roles only. 

 

7. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign.  Give OFACP the functionality of being able to update the text for this fact sheet. 



Version 1.0 CMUG Requirements Meetings 
Last Updated: 

December 18, 2001 
 

Confidential Logicon Page 40 
 

 
2.10 Administrative Fact Sheet - SGE Serving NIH Advisory Committees 

2.10.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.17.  It is entered in BugCollector as 
item CM1864.  The requirement is as follows: 

 

“The following personnel forms should be created in the CM Module.  Users will be able to print these forms for 
each potential nominee. These forms when printed will show the potential members name, affiliation, and date of 
birth.” 

 

The following is the text from this report: 
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2.10.2 Questions/Additional Information 
 

1. Do we print the nominee name, affiliation and date of birth on this document someplace?  If so, where?   
What do you mean by affiliation? 

 

No. 

 

2. What are the parameters for this report?    Will the user run this report for an entire slate or a single 
nominee? 

 

Just like the Voucher Report – by an entire slate or for a selected nominee. 

 

3. Should this report be included in the ‘Slate Report’ button that prints all existing slate reports? 

 

Add to the new ‘Personnel Documents’ report grouping.  This report should default to checked if the 
committee if a NAC, PAC or BSC. 

 

4. Are there any role restrictions as to who can access this report? 

 

OFACP and IC CMO 

 

5. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign.  Give OFACP the functionality of editing the text for this fact sheet.
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2.11 Female/Minority Report for Temporary Members, IC Specific 

 
2.11.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.13.  It is entered in BugCollector as 
item CM2278.  The requirement is as follows: 

 

“A report to capture female/minority statistics on advisory committee members serving as a 'temporary member' on 
an 'initial review group.  There will be 2 separate reports created. 1) IC specific report 2) Report Generated for all 
NIH committees.  

 

Note: The report format should look the same as the Standing Member Female/Minority Report. 

 

Specifications:  

   Member Type = Temporary 

   Committee Type = IRG 

   Race Codes  

   Gender Code  

 

Display fields: IC, Committee, Flex Name, Type, NIH/NON-NIH, Committees Active/Inactive/All, Appointing 
Authority, Race Codes/Type” 

 

For your reference, below is a sample of the Female/Minority Report, version 1. 
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2.11.2 Questions/Additional Information 
 

1. Do we use the same logic as we do for the Female/Minority Report, version 1 with the exception of selecting 
ONLY members with a member type of TMP? 

 

Yes 

 

2. Do we use the same layout as the Fem/Min Report, version 1?   

 

Yes 

 

3. Do we use the same parameters as the Fem/Min Report, version 1?    

Agency, IC, Start Date, End Date 

 

Yes 

 

4. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait for 
the redesign? 

 

Redesign
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2.12 Female/Minority Report for Temporary Members, All NIH Committees 

2.12.1 Existing Requirements 
 

This requirement comes from the ERA Requirements Business Plan, section 5.13.  It is entered in BugCollector as 
item CM2279.  The requirement is as follows: 

 

“A report to capture female/minority statistics on advisory committee members serving as a 'temporary member' on 
an 'initial review group.  There will be 2 separate reports created. 1) IC specific report 2) Report Generated for all 
NIH committees.  

 

Note: The report format should look the same as the Standing Member Female/Minority Report. 

 

Specifications:  

   Member Type = Temporary 

   Committee Type = IRG 

   Race Codes  

   Gender Code  

 

Display fields: IC, Committee, Flex Name, Type, NIH/NON-NIH, Committees Active/Inactive/All, Appointing 
Authority, Race Codes/Type” 

 

For your reference, below is are screen images of the Female/Minority Report, version 2. 
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2.12.2 Questions/Additional Information 
 

1. Do we use the same logic as we do for the Female/Minority Report, version 2 with the exception of selecting 
ONLY members with a member type of TMP? 

 

Yes 

 

2. Do we use the same layout as the Fem/Min Report, version 2?   

 

Yes 

 

3. Do we use the same parameters as the Fem/Min Report, version 2?  

Agency, Start Date, End Date 

 

Yes 

 

4. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait for 
the redesign? 

 

Redesign 
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2.13 Download Reports 

 
2.13.1 Existing Requirement 
 

This requirement comes from the ERA Requirements Business Plan, section 5.9.  It is entered in BugCollector as 
item CM1861.  The requirement is as follows: 

 

“Currently, committee management reports can be run using PDF or HTML.  A survey of the user community 
suggests that PDF is mainly used to run reports and HTML should be removed as an output option.   

 

Certain reports i.e. Rosters, PAB, Nominations for Approval forms, require manipulation.  The capability to 
download and manipulate these reports will enable the user to make quick updates and changes to certain items 
listed on these reports.  PDF technology does not allow the system to save reports or forward them via email.  With 
the ability to use Excel to manipulate the document, save changes and forward by email will enhance the reporting 
functionality. 

 

Usually the Office of Federal Advisory Committee Policy (OFACP) would have to make a request to the developer 
to make enhancements to a report.  This process is time consuming and takes away from the developers other 
priorities.  “ 

 
2.13.2 Questions/Additional Information 
 

1. Reports are saved to the c:\oratemp directory with the filename being the report name with a PDF 
extension, for example CM6005.PDF.   That document can be e-mailed.    Will this satisify the requirement 
to e-mail documents? 

 

Give users the ability to provide the path and file name for the output of the report. 

 

2. A report tool evaluation is underway.  Once the new tool is chosen, we will know what options we can 
offer the users. 

3. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign 
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2.14 Additional Items Discussed 

 
2.14.1 NIH Consultant Form Report 
 

Move this report to the new ‘Personnel Document’ report grouping.   The report should default to checked if the 
committee type is NAC, PAC, BSC or IRG. 
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2.14.2 Acceptance Form for Members 
 

This is a new report that will be available under the new ‘Personnel Documents’ report grouping.    The report 
should default to checked if the committee type is an IRG. 

 

The form should print the name, degrees and ROS type address as shown in the image below. 
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2.14.3 Acceptance form for Chairs 
 

This is a new report that will be available under the new ‘Personnel Documents’ report grouping.    The report 
should default to checked if the committee type is an IRG. 

 

The form should print the name, degrees and ROS type address as shown in the image below. 

 

 


